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Chapter

Welcome to QUADS

This user manual is designed to enable users to quickly become productive using
QUADS to develop collaborative documents.

coordinated development of logistics publications and instructions across

organizational boundaries, to increase effective participation of the
functional experts, and to reduce the time required to prepare a publication for formal
staffing through the chop chain.

O UADS, the Quality Document System, is deployed to support the

Background

Conferences on Naval Warfare Publications (NWPs) and doctrine were common
during the late 1970s. Flag officers instructed subject matter experts to gather at a
location chosen by the NWP sponsor in response to a real need to decrease the “policy
- practice” gap.

Naval Supply Corps publication development required an inordinate amount of staff
time. Various levels of staff from flag to squadron level were involved in developing,
revising, commenting, and staffing documents such as NWP instructions and
publications. This process usually required several months at a minimum, expense of
travel and lodging, and time away from duty station to conclave with other subject
matter experts and staff representatives.

With forced downsizing, reduced budgets, and dramatically greater demands on staff
personnel, there is little time or funding today for staff representatives to meet for
several days to review, markup, and comment on draft documents.
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Description

QUADS was developed to address an immediate need to expedite Navy logistics
program policy development. It leverages state-of-the-market technology to provide a
highly reliable and cost-effective solution based upon widely used commercial-off-the-
shelf (COTS) packages.

The QUADS user works in a Windows-based document editing and publishing
environment, which allows for “different time - different place” workgroup
collaboration in drafting documents. There are two ways to access QUADS. The first
is via the World Wide Web (WWW), in which any web browser can be used.

o WWW QUADS. Through the use of NAVSUP’s Lotus Notes Domino
server, it is possible to participate in QUADS interactively via the WWW at
the following URL address: <http.//www.quads.navsup.navy.mil>.

The second way to access QUADS is through Lotus Notes client software. There is a
separate QUADS user manual that describes the use of QUADS in the Lotus Notes
environment. Highlights are discussed briefly here.

o QUADS Application. A Lotus Notes-based application has been designed to
capture the workflow of the document review, markup, and revision process.
The Lotus Notes engine provides the communication infrastructure to
replicate documents to workstations each night. Each workstation will only
receive those documents that are relevant to the subject matter expert at that
site.

Beveloper Publication Manaaement
s * Version Control

* Global Coordination

* Comment Consolidation

* Process Monitoring

» Decrease Review Cycle

HTTP

Server  |nternet WWW Users
$ K 3
C ;B’—> X
Imaged / } i {E
« Publications
« Policies

« Instructions Publication Subject Matter Experts
: > ,
Mo Server '

AkApproved Publicay \ 2

Figure 1.1 Diagram of the QUADS System

\— Review

Comments

Approval

Vi
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How Does the QUADS Suite Work?

The QUADS database is created in an electronic environment, as shown in Figure 1.1,
Diagram of the QUADS System. A subject matter expert initiates the document
development and maintenance process by developing an initial outline of the
publication or document to be reviewed, or by using the existing version. This
document is input into the system by the QUADS support team. It is then pushed to
the appropriate reviewer workstations for comment and markup. The reviewers are
essentially networked into an “electronic document workroom.” After consensus is
achieved, the document sponsor forwards the document through the chop chain for
approval, signature, and distribution.

vii
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Chapter

QUADS Support

Various means of support are available to help QUADS users with both functional
and technical problems.

Systems Help

Questions regarding installation or new user setup, database or specific document
access, reloading (database upload/download), system navigation, and the like should
be addressed to the QUADS Help Desk.

Hours: M-F, 0700-1700 EST Fax: (703) 277-1026

Phone: (800) 362-8237 or (703) 277-6788 E-Mail: quads@hg.caci.com

Functional Area Help

QUADS Project Manager Quality Assurance Manager
Name: Jeff Renard Name: Kimberly Coffey
Phone: (703) 277-6608 Phone: (703) 277-6605

Fax: (703) 385-3044 Fax: (703) 385-3044

E-Mail: jrenard@hg.caci.com E-Mail: kcoffey@hg.caci.con)

viii
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Internet Help

Most browser software packages will provide a help function that allows users to
search for information on how to navigate on the Internet, including such topics as
hyperlinks, Uniform Resource Locators (URLS), and the like.

The Netscape Navigator browser provides a function called “NetHelp.” NetHelp can
be found on the Help dropdown menu on the Navigation toolbar. Microsoft Internet
Explorer similarly offers Internet Explorer Help, which can be accessed from the
Help dropdown menu on the Explorer toolbar. Contact your browser software
company for further information.
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Chapter

Quick Start

This chapter is designed to give users an overview of the QUADS
application. A more thorough examination can be found in the remaining
chapters of this manual.

-]
=Y
¥
=
ke
=y
=]
— =
S
NETSCAPE® = =
. COMMUNICATOR
A PROFESSIONAL EDITION
Navigator  Composer
Messenger  Collabra
Lo, [@7175'5?::4:

Figure 3.1 Netscape Navigator Opening “Splash” Screen

Launching QUADS via the WWW

Double click the browser icon from your desktop to launch the application. The
opening “splash” screen, shown for Netscape Navigator in Figure 3.1, will appear
while the system is initializing. A similar screen will appear for Internet Explorer as
well as for other web browsers. The splash screen transitions to the appropriate
browser's Homepage. The Netscape Homepage and Internet Explorer Homepage are
depicted in Figures 3.2a and 3.2b respectively.
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To access the QUADS database, enter the QUADS Uniform Resource Locator (URL)
in the location field across the top of the Homepage, as follows:
<http://www.quads navsup.navy.mit> and press enter. A view of the QUADS Homepage
should appear.

Note:

For the remainder of this manual, the Netscape Navigator browser will
be used as an illustration tool. Similar screens will appear in other
browsers. Exceptions are noted.

QUADS Homepage

The QUality Application and Database Suite (QUADS) Homepage, shown in Figure
3.3, allows you to choose from a variety of different applications. To access the
QUADS database, select the Business Applications hotspot.

3 QUADS Home Page - Netscape MEE|

File Edt Yiew Go Communicator Help

. 4 a £ =S & @
Back Fonwerd Reload  Home  Seach  Guide Print  Securty  Stop

b ,,‘!' Baookmarks J‘ Location; ihttp Ay, quads. NAWS UP.NAWY MIL/quadhome. nst _vj

7 A Instant Message Members [3] WwebMail Connections BizJoumal Smartlpdate Mktplace

QUality Application
and Database Suite

wmnetworking functional experts!

QUADS Information g Assessment Processes g

Program Management g Forum Management g

Business Applications g Libraries
This Site Best Viewed With: Search Our Site
Netscape
4.02 or Higher
[ | Document: Done EE ST A

Figure 3.3 QUADS Homepage
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Business Applications

The Business Applications page lists four different business applications. As can be
seen in Figure 3.4, each application appears in the form of a hyperlink, or simply
“link.” Links will be explained at length in Chapter 4. Select the QUADS link, as shown
in Figure 3.4, to access QUADS. Otherwise, if you wish to return to the QUADS
Homepage, select the link Return to Main at the bottom of the screen.

3 Business Applications Information - Netscape

File Edt Yiew Go Communicator Help

d 2 B S & B
Back Forward Feload Home Search  Guide Print  Security  Shop
b ,,‘!'Bookmalks \.& Location:Ihllp:/ﬂ‘www.quads NAVSUP.MNAWY. MIL/ quadhame. nsf/Bb999e alddc07 e 708525655 3007055 28/b0d4cdi7IEb 7407 085 25652006 cheb ?0 penD ocument j
7 ﬁ\nstanlMessage Members “Wwhebdail Cornections BizJournal SmartUpdate Iktplace
Business Applications g
1y B T CTTADS (Quality Document System;
* TOPDOG (The Outsourcing and Privatization Database On-lne for the Government)
* PEESTO! (Personnel Secunty Tracking On-line)
* BAA Review (Broad Agency Announcement)
Return to Main
&l | Document: Done

Figure 3.4 Business Applications Page
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¥ Quality Document System (QUADS]) Information - Metscape

File Edit Wiew Go Communicator Help

4 & A 4 a £ S & &
Back Fomward Reload Home Search  Guide Print  Security  Stop
B ‘!' Bookmarks A Location: ]http S QUADS NAVSLIP NAVY MIL/quadhome. nsf/5h339ea0d4c07c 705256553007 0ca28/3afc30f 002361 28526655d00649356 Y0 penD ocument j
Z A& Instant Message Members Wwebtal Connections BizJounal SmartlIpdate Mktplace

Datahase IName: Cruality Diocument System (QUTADS)

Purpose: * Prowides an on-line document rewiew system
= Replaces a sequential document review system with a parallel document review system.
» Eliminates the need to convene meetings away from the workplace
+ Allows users to gain quick access to documents under review,
= Creates synergy and fosters discussion between the reviewers
* Enables users to see all comments and recommended changes on-line
= Supports document version control
* Prowides an on-line reference library - QUADS Eeference Library

Database Type: Lotus Notes and Internet Enabled Database
Datahase Status: Complete
Datahase Sponsor: Haval Supply Systems Command ITAVITIR)
Datahase POC: CDR Ron Roskowsld, 3TTP 0414, (717) 605-5122
Link to Datahase:

TADS

Return to Main

=il | Document: Done

Figure 3.5 QUADS Information Page

The QUADS Information screen, shown at Figure 3.5, includes the database name,
purpose, type, status, sponsor, and point of contact (POC). It also includes a link to the
QUADS Reference Library (QRL). QRL is an on-line reference library which provides
an archive of Portable Document Format (pdf) documents covering a broad spectrum
of subject matter. Reviewers may find the QRL to be a useful tool throughout the
review process. To access the QUADS database, click the QUADS link as shown. At
this time, a dialog box, like the one depicted in Figure 3.6, will appear in the center of
the screen. This box prompts you to input your Username and Password before access
to QUADS will be granted.

Uszername and Pazsword Required |

Enter uzemarne for AQLADS at
i, G LLADS MANSLIP. MANWY MIL:

User Mame: IDLI.-’-‘-.DS Fieviewer Mame

Fazzword: Ixxxxxxxxx

0k, I Carnicel |

Figure 3.6 Username and Password Dialog Box
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Opening Screen - QUADS Billboard

After entering your Username and Password, click the OK button on the dialog box. If
you are denied access to the QUADS database, try again. Recall that the Username and
Password are ‘“case-sensitive” and, therefore, must be typed exactly as provided by
your QUADS POC to enable access to the correct documents for your review. If you
still cannot log onto the database, contact the QUADS Help Desk at (800) 362-8237
or (703) 277-6788.

The next screen that appears is the QUADS Billboard, depicted in Figure 3.7. This
billboard will appear each time QUADS is opened. Scroll down to review the Items of
Interest and System Messages, which are posted to the QUADS Billboard on a weekly
basis. To proceed beyond this screen, simply press the Open the Database hotspot
below the graphic. The screen will now transition to the QUADS Project Summaries
Navigator and View.

12 [Untitled] - Lotus Motes _ 7] x]
Dfile Edit View Create Actions Window Help

UG A Bl £

QUADS

walt 'f}[fll .Ili.1[i|?" COMHES

Open the Dllatabase System Messages

QUADS lems of Interest

Server will be down from
12/13-12/14 for maintenance ...

-

| i | il [=0land Y]
Figure 3.7 QUADS Billboard
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Project Summaries Navigator & View

Figure 3.8 shows the OUADS Project Summaries Navigator and View. QUADS users
will automatically be able to see a list of all current QUADS Project Summaries in the
“view”” on the right half of the screen.

% Netscape

File Edit Yiew Go Communicastor Help

W o A 4 e £ =S & @ Iﬁg

Back Fouwed Felosd Home Seach  Guide Pt Secuity  Siop __|
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Figure 3.8 Profect Summaries Navigator & View

Expanding & Collapsing

Expanding and collapsing are means by which the user can, to some extent, control
the desktop size, appearance, and navigation processes. From the Project Summaries
Navigator and View screen, two methods exist for expanding or collapsing documents.
The first is to use the blue arrowheads, commonly known as “twisties.” A twistie
pointing towards a project title, or a collapsed twistie, indicates that subordinate
documents are available. A single click on a collapsed twistie will reveal these sub-
documents. Once a particular document has been fully expanded, an expanded twistie
will appear next to its project title. To remove subordinate documents from view and
show only superior documents in the hierarchy, simply click this expanded twistie.

Another method is to use the Expand (+) and Collapse (-) buttons located at the top
of the QUADS database. In outline view, Expand will expand all subordinate
documents for every QUADS Project Summary listed in the view. The Collapse
button will distill the view to the highest level, leaving only a twistie to indicate that
subordinate documents are available.
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Viewing a Project Summary Document

To view a Project Summary, first expand the project title from the view as shown at
Figure 3.8. Select the desired link, and single click. A Project Summary document
similar to the one depicted in Figure 3.9 will appear. A typical Project Summary
document will include information on the project title, originator, document number,
point of contact (POC), plan of action & milestones (POA&M), and review team
members.
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Figure 3.9 Project Summary Document

When finished reviewing the Project Summary, you have two options. You may return
to the Project Summaries Navigator and View to view other Project Summary
documents. This can be accomplished by selecting the Back button located on the
browser toolbar, or by pulling down the Go menu and highlighting Back.

You are not required to return to the Project Summaries Navigator and View in order
to access the Main View. You may instead navigate directly to the QUADS Main View
by selecting the Navigate to Main View button in the upper left corner of the screen.
Note: if this button is not present, see Chapter 5 for more information. The screen will
now transition to the QUADS Main Navigator and View for the project you are
currently viewing in Project Summary form.
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Main Navigator & View

Figure 3.10 show the QUADS Main Navigator and View. Looking at this diagram, you
will see the navigation panel to the left, the project outline to the right, and the blue
action buttons situated across the top. Before proceeding, let's take a moment to
become familiar with each of these tools.
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Figure 3.10 Main Navigator & View - Navigation Pane/

Navigation Panel

In addition to the QUADS Main View, several other types of views are accessible from
the navigation panel. You can choose what information is shown in the project outline
to display the document without the comments or markups embedded by selecting the
Documents Only hotspot. In a similar fashion, you can view comments and markups
only by selecting the Comments & Markups hotspot. Previous versions of the
selected document can be viewed by selecting the Previous Versions hotspot. If no
previous version exists, the screen will return a “No Documents Found” message.
Finally, you can return to the Project Summaries Navigator and View screen to view
other Project Summary documents by selecting the Project Summaries hotspot. See
Chapter 5 for a detailed illustration of the navigation panel.
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Project Outline & Action Buttons

The project outline and action buttons are shown in Figure 3.11. The project outline,
on the right half of the screen, reveals the documents that are under review for the
selected project. Each of these documents appears in the form of a link. Once you
have found the desired document for review, selecting its link in the project outline will
navigate the screen to the associated QUADS document.
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Figure 3.11 Project Outline and Action Buttons

While in the Main View, you can navigate through the project outline by using the
Previous and Next action buttons. Selecting the Next button will scroll the screen to
reveal the next set of document titles in the list. This list will begin with the next
sequential document at the highest level of the document hierarchy. The Previous
button can be used in the same manner to return to the previous set of documents.
This process will be discussed and illustrated in further detail in Chapter 5.

You can expand and collapse projects in the Main View in much the same way as you
can while in the Project Summaries Navigator and View. In outline view, the Expand
and Collapse buttons will expand or collapse subordinate documents in the view to
reveal or conceal associated sub-documents respectively.

The Search action button will perform a full text search of the projects currently
displayed in the Main View. See Chapter 6 for further detail regarding the QUADS on-
line search engine.
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QUADS Documents

After opening a document, you will be able to see the text in paragraph form. A typical
QUADS document, like the one depicted in Figure 3.12, will appear once it has been
selected. Each document section view is designed to be no more than 1 to 2 pages in
length. Most, in fact, are shorter and are designed to give the reviewers and editors a
clear, concise idea of the specific text under review. This is also beneficial in
determining the document to which a particular comment or markup refers. To create
a comment or markup request, select the Compose Comment or Compose Markup
button respectively. Comments and markup requests will be reviewed in detail in
Chapter 5.
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Figure 3.12 Typical QUADS Document

Note:

In the Lotus Notes structure, each section is considered an individual
“document.” This should not be misconstrued as a separate publication
or instruction. Each QUADS project is divided into many documents.
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3 Crisis Management Checklist - Netscape
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available time. Reference (a) will be utilized as directed by the Commander or Vice Commander in situations requiring preparation
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Figure 3.13 “Navigate Next” and “Navigate Previous” Buttons

While viewing a particular document, you can use the Navigate Next and Navigate
Previous buttons, shown at the top of the view in Figure 3.13. The Navigate Next
button will transition the screen to the next sequential document in the document
hierarchy, in this example the screen would transition from section 4.0 to section 5.0. If
you instead select the Navigate Previous button, the screen will transition to the
previous document in the document hierarchy, or section 3.0.
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Chapter

Internet Basics

The World Wide Web

The Internet is a collection of computer networks that connect millions of computers
across the globe. The World Wide Web (WWW) is a component of the Internet that
consists of both client and server computers that manage a network of web pages.
Client computers use browsers, such as Netscape Navigator or Microsoft Internet
Explorer, to view these pages. Server computers use server software to maintain pages
for clients to view. Through the use of the Lotus Notes Domino server, it is possible
for QUADS users to participate in the review process interactively via the WWW.

Uniform Resource Locators

The WWW uses Uniform Resource Locators (URLSs) to keep each page distinct in a
world of multimedia pages. Each page has its own unique URL. To enter a URL, type
the URL directly into the location text field. By entering a page’s URL, the browser can
bring you to the specified page. Here are some sample URLS:

bttg:// home.netscage.cog
Igttg://www.guads.navsug.nag.mil|

Links to Pages

A hyperlink, or simply “link,” is a connection from one web page to another. You may
find links by looking for words with color, words with underlining, or both. Images
and buttons with colored borders also serve as links. To use a link, point the mouse
cursor directly over the link and single click. This transfers page content from a server
location to your location. There are two different types of links. An unfollowed link is
a connection to a page that you have not yet viewed. By default, unfollowed links are
blue. A followed link is a connection to a page that you have previously viewed. By
default, followed links are violet.
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Toolbars

Netscape Navigator

Users accessing the QUADS database with the Netscape Navigator browser can use
the Navigation toolbar. The Navigation toolbar consists of a set of buttons that, when
pressed, will execute common file menu commands. An illustration of the Netscape
Navigation toolbar appears at Figure 4.1, followed by a description of the buttons that
will prove useful throughout the assessment process.

File Edit Wiew Go Communicator Help

e e A N a2 £ I3 & @
Back  Fomward Feload Home  Seach  Guide Print  Security  Stop

| f 7 Bookmaks Locationz|hup:ﬁwww_uums.NAvsUP.NAW.M|L;quadhc.me.nsf
Figure 4.1 Netscape Navigation Toolbar

=

4 Back. Displays the previous web page visited.
i Forward. After you have pressed the Back button, pressing the Forward button
will bring the screen to the next sequential web page in the history list.

A2 Reload. Reloads the current page with updated information from the server,
~ reflecting any changes or additions that have been made since the last original
loading.

4 Home. Displays the Homepage designated by the user; the default is the
™ Netscape Homepage.

___ Print. Prints the current selection.
=

Pint

Bookmarks. Bookmarks are a convenient means of retrieving pages whose URLS you
have stored. Generally, these are pages that you visit on a regular basis, such as the
QUADS Homepage. To add a web page as a bookmark, pull down the Bookmark
menu from the Navigation toolbar, and highlight Add Bookmark. This adds the
current page to the bookmark menu. To access a bookmark, simply pull down the
Bookmark menu, highlight the desired bookmark, and single click.
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Microsoft Internet Explorer

Internet Explorer users have access to the Explorer toolbar, depicted in Figure 4.2.
Many of the functions discussed above also apply to this browser. The key differences
are discussed below.

J File  Edit ‘iew Go Favoites  Help

. 2.0 N & Q@ &5 @ € H S

Back Fonward Stop  Refiesh  Home Search  Favoites  History  Channels | Fullscreen Print

J Address I@ bt £ fenanes quiads. navsup, navy. mildquadhame. iefSh339eald4 007 F0RRZRERR 3007 00a28 b4 cdf FIEk 7 A0 0R525ERE
Figure 4.2 Microsoft Internet Explorer Toolbar

2 Refresh. (Similar to Reload in Netscape) Refreshes the current page with
updated information from the central server.

Favorites. (Similar to Bookmarks in Netscape) The Favorites Menu allows
you to keep most-used web pages handy. Simply click Add to Favorites or depress

the Favorites button to add the current web page.

Other Browsers

Similar features are available in other browsers. Generally, the Back, Forward, Home,
Reload, and Print functions are provided by the browser software package. Contact
your browser software company for details.

Printing

To print a document in QUADS, click the Print button from the browser toolbar
while viewing the desired document or view. When the dialog box appears, select the
desired print range. Selecting the print range “All” tells the browser to print the entire
selection, even if it is not visible in its entirety on the current screen. It may be
necessary to scroll all the way down to see how long the current selection is prior to
printing. Click the OK button at the bottom of the dialog box to submit a print job.

Internet Users versus Lotus Notes Users

To navigate views and open documents is valuable in the review process only if you
can see the updates that are made and provide feedback in a timely manner. Internet
users are directly connected to the QUADS main (QUADSMAIN) server in
Mechanicsburg, Pennsylvania. This provides for “near-real-time” conversion and
distribution of information. Other users, however, are working in a Lotus Notes-based
environment; and, therefore, are not directly connected to the main server.
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This distributed environment may lead to some variations in what appears on a Lotus
Notes user’s desktop and what appears on an Internet user’s desktop. Although an
Internet user may have just submitted a comment or a markup request, it may not
appear on the Lotus Notes workspace immediately, and it may even take several hours.
Similarly, when a Lotus Notes user submits input, it may or may not appear on the
screen of an Internet user right away. Normal replication cycles among servers will
reconcile these differences within a short time span.

The Process of Reloading

Internet users must periodically perform a process of reloading or refreshing their files.
To do so, select the Reload or Refresh button located on the browser toolbar at the
top of the screen. This process refreshes the current page with updated information
from the server, reflecting any changes made since the last original loading. If there has
been a change, the updated page is retrieved from the network server. As stated
previously, this process is almost instantaneous for Internet users since they are directly
connected to the QUADS main server.
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Working in QUADS

Launching QUADS via the WWW

Double click the browser icon to launch the application. The opening, or “splash,”
screen will appear while the system is initializing. The Netscape Navigator splash
screen is depicted in Figure 5.1. The splash screen transitions to the browser’s
Homepage with the browser toolbar and location field across the top. The Netscape
Navigator Homepage is shown in Figure 5.2.
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Figure 5.1 Netscape Navigator Opening “Splash’ Screen
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Figure 5.2 Netscape Navigator Homepage

Free Mazazines via Email =l

After transitioning to the browser’s Homepage, enter the QUADS URL in the location
field across the top of the Homepage, as follows: <http.//www.quads.navsup.navy.mij> and
press enter. The QUADS Homepage, shown in Figure 5.3, will appear.
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Figure 5.3 QUADS Homepage

QUADS Homepage
The QUality Application and Database Suite (QUADS) Homepage is shown above.
To proceed beyond this screen, select the Business Applications hotspot. This will

take you to the Business Applications page.
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Business Applications

The Business Applications page features four different database applications. As can
be seen in Figure 5.4, each application appears in the form of a hyperlink, or simply
“link.” To select a specific link, position the “hand” symbol directly over the link and
single click the left mouse button. A single click will bring you to the next successive
screen.

Select the QUADS (Quality Document System) link to access the database. Otherwise, if you
wishe to return to the QUADS Homepage at this time, select the Return to Main link at
the bottom of the screen.

37 Business Applications Information - Netscape
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Figure 5.4 Business Applications Page
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¥ Quality Document System (QUADS]) Information - Metscape
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Figure 5.5 QUADS Information Page

The next screen, QUADS Information (Figure 5.5), includes the database name,
purpose, type, status, sponsor, and point of contact (POC). It also includes a link to the
QUADS Reference Library (QRL). The QRL is an on-line reference library which
provides an archive of Portable Document Format (pdf) documents covering a broad
spectrum of subject matter. You may find the QRL to be a useful tool throughout the
review process. To access the QUADS database, click the QUADS link as shown in
Figure 5.5. At this time, a dialog box like the one depicted in Figure 5.6, will appear in
the center of the screen. This box prompts you to input your Username and Password
before access to the QUADS database will be granted.

Uzermname and Password Required |

Enter uzermame for AQUADS at
wana QLUAD S HAVSLIP. MAWY KL

User Name: II]LI.-'l'-.DS Reviewer Mame

Passwc‘rd Ixxxxxxxxx

] I Cancel |

Figure 5.6 Username and Password Dialog Box
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QUADS Billboard

After entering your Username and Password, click the OK button on the dialog box. If
you are denied access to the QUADS database, re-enter the information in case you
simply entered it incorrectly. Recall that the Username and Password are “case-
sensitive” and, therefore, must be typed exactly as provided by your QUADS POC to
enable access to the correct documents for your review. If you still cannot log onto the
database, contact the QUADS Help Desk at (800) 362-8237 or (703) 277-6788.

The next screen that appears is the QUADS Billboard, depicted in Figure 5.7. This
billboard will appear each time QUADS is opened. Scroll down to read Items of
Interest and System Messages, which are posted to the QUADS Billboard on a weekly
basis. To proceed beyond this screen, simply press the Open the Database hotspot

below the graphic. The screen will now transition to the QUADS Project Summaries
Navigator and View.

1: [Untitled] - Lotus Hotes HEE
DEiIe Edit Yiew Cieate Actions Window Help

S A A

Openthe Dlatabase System Messages

QUADS Iltems of Interest

Server will be down from
12/13-12/14 for maintenance .

-

[ 1 1 [=olsnd A
Figure 5.7 QUADS Billboard
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Project Summaries Navigator & View

Figure 5.8 shows the OUADS Project Summaries Navigator and View. QUADS users
will automatically be able to see a list of all current QUADS Project Summaries in the
“view”” on the right half of the screen.

File  Edit Yiew Go Communicator Help

A D} 2 £ I & F A
Back Fonward Reload  Home  Search  Guide Print  Security  Stop
7 J'Bookmarks \‘;LocationihtlpIIWWW.QUADS.NA\ISUF‘NAW.M\LfQUADS.r‘NA\u‘DDU NSFAwwProiSumm?OperiiewtStar=14Count=305Collapse=54#5 -
7 ﬁlnstantMessage Members “wiebM ail Connections BizJournal Smartlpdate Mktplace

Doc # Created Command
[ ¥ Activity Tmplementation Manual (ATM)
UADS s Sy

PR@JECT SWRIES » Ashore Supply (formerly MILS TRIP/MILSTRAP)

» BCA: NTC Orlando

} Crisis Management Ciperations

¥ Department of Defense Master Urgency List (ML)

» DoD Replenishment Parts Purchase or Borrow (RPPOR) Program

» Environmental Protection Program for the INaval Supply Systems C ommand

ood Service Management
» Jood Service Operations
} Fuels Management Afloat Manual
: PILOILR Desktop Guide
Choose the Summary for your project from
the list on the right side of this screen. From } Level I'Subsafe (LL'SS) Stock Program
there. you may view the documents for that
project by clicking on the button labled ¥ MILSTRIP/MILSTRAP Ashore Supply
"Navigate to Main View". ¥ MOA: COMNAVBASE Norfolk
P MOA: NAS Cecil Field
» AVSEA Total Asset Visihility Strategic Plan
» NAVSUF I3 Assessment - FISC Pear]l Harbor =l
=] |Bocument: Dore EEC =R A

Figure 5.8 Profect Summaries Navigator & View

Instructions:

Expanding & Collapsing

Expanding and collapsing are a means by which you can, to some extent, control
desktop size, appearance, and navigation processes. From the Project Summaries
Navigator and View, two methods exist for expanding or collapsing documents. The
first is to use the blue arrowheads, commonly known as “twisties,” located next to the
project titles. In Figure 5.8, all of the QUADS Project Summaries currently listed in the
view are “superior” documents, or documents at the highest level of the document
hierarchy. Each of these superior documents has a blue arrowhead pointing toward its
title. A twistie pointing towards a project title, or a collapsed twistie, indicates that
subordinate documents are available. A single click on a collapsed twistie will reveal
these sub-documents. If you single click the collapsed twistie next to the “Food Service
Management” Project Summary listing in the view, for example, its sub-documents will
be revealed, as shown in Figure 5.9.
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¥ Neltscape ME
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Doc # Created Command
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PR@JECT SIUMMARIES » Ashore Supply (formerly MILSTRIP/MILS TRAP)

} BCA: NTC Orlando

} Crisis Management Operations

} Department of Defense Master Urgency List (ML)

» DoD Replenishment Parts Purchase or Borrow (RPPOB) Program

» Environmental Protection Program for the Naval Supply Systems Command

@nm‘l Service Management =
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=il | Document: Done

Figure 5.9 View Showing Subordinate Documents

After clicking the collapsed twistie for the “Food Service Management” Project Summary,
the screen will appear as shown in Figure 5.9. The subordinate documents for this
project are now viewable. The “Food Service Management” Project Summary is fully
expanded, and therefore has a downward-pointing arrowhead next to its title. This
downward-pointing arrowhead is an expanded twistie. If you position the mouse
directly on this expanded twistie and single click, the Project Summary will collapse to
once again show only its superior document title. The screen will return to the way it
appears in Figure 5.8.
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Another method of expanding or collapsing projects while in the QUADS Project
Summaries Navigator and View is to use the Expand (+) and Collapse (-) action
buttons situated at the top of the QUADS database. In outline view, Expand will
expand all subordinate documents for every QUADS Project Summary listed in the
view. After pressing the Expand button, the screen will appear as shown in Figure
5.10. All subordinate documents for all QUADS Project Summaries listed in the view
are now revealed.
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¥ Environmental Protection Program for the Naval Supply Systems Command
INST 5090.1 01/06/98 Naval Supply Systems Command
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=] |Document: Done ER

Figure 5.10 Project Summaries Navigator & View - Fully Expanded

34



QUADS USER MANUAL VERSION 3.0
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Figure 5.11 Project Summaries Navigator & View - Fully Collapsed

The Collapse button will subsequently distill the view to the highest level, leaving only
a collapsed twistie next to Project Summary titles to indicate that subordinate
documents are available. The Project Summaries Navigator and View screen is shown
fully collapsed in Figure 5.11.

Viewing a Project Summary

The QUADS user can view any Project Summary document listed on the right side of
the screen in Figure 5.11 by first expanding the document. This can be accomplished
in either one of the two methods discussed in the previous section. Once expanded,
the project’s subordinate documents will appear in the form of links. To view a Project
Summary, select the desired link, and single click. A Project Summary document
similar to the one depicted in Figures 5.12 will appear.
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A typical QUADS Project Summary document will include information on the project
title, originator, document number, point of contact (POC), plan of action &
milestones (POA&M), and review team members. It may be necessary to scroll down
to view all of the information contained in the Project Summary document.
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Figure 5.12 Project Summary Document

36



QUADS USER MANUAL VERSION 3.0

3 Food Service Management - Netscape
File Edit View Go Communicator Help

A E A D e S &

Back Fowed Reload Home  Seach  Guide  Frint  Secwity  Siop

i J'Bookmarks i Location, iIIWWW.QUADS.NA\ISUF‘.NAW.M\LfQUADS.r‘NA\/DDE1.NSFf238c51edﬁcﬁsdmb852562d1004281b0f284?3bbd885c2531BSZSEBZUDUSDUIST?DDEHDocument -
7 ﬁlnstantMessage Members “wiebMail Connectiors Bizloumal SmartlIpdate Mktplace

Navigate to P 5
Maln V|eW &hl IMavigate to hfain View
Compose Date 04/08/97 07:38 AM
Originaior Robert Praydzial
Service: |[U.S. Navy Originator: Naval Supply Systems
Command
Title: éFood Service Management Document #: |P486 97-02
POC: Curtis H POC Phone #: |717-605-7443
Littleton/NVSPHQ/NAVSUP

Reviewer Notes:

P486 Chapters 1& 2 meorporating the markups submitted on version 1 and changes agreed upon at the 2-6 Feb Fleet Food Service meeting are posted in
QTIADS for final review. Reviewers are requested to post comments and markups by 15 Ifar 93, Please use Purple Bold for additions and Red-strilcethrough
for sections vou recommend be deleted or modified. (Mote: If you are using QUADE Domine text properties will net work. Enter your recommended changes
as matkups in two paragraphs. One with the old version and one with the new version under it}

Please contact Curt Littleton 717 605-7443 or Dave Bunten 703 277-6616 if you have any questions

Plan of Action & Milestones (POA&M) Key Dates =

=l | Document, Done

Figure 5.13 “Navigate to Main View” Button

When finished reviewing the Project Summary document, you have two options. You
may return to the Project Summaries Navigator and View screen to view other Project
Summary documents. This can be accomplished by selecting the Back button located
on the browser toolbar, or by pulling down the Go menu and highlighting Back.

You are not, however, required to return to the Project Summaries Navigator and
View. You may instead navigate directly to the QUADS Main View by selecting the
Navigate to Main View button in the upper left corner of the screen, pointed out in
Figure 5.13. The screen will transition to the QUADS Main Navigator and View for
the project that you are currently viewing in Project Summary form, in this case the
“Food Service Management” project. An illustration of the QUADS Main Navigator
and View is shown at Figure 5.15.
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Being Added as a Reviewer

The Project Summary document shown in Figure 5.14 does not have a Navigate to
Main View button in the upper left corner. This is because you cannot access the
Main View for projects for which you are not currently a reviewer. You may still access
the Project Summary, however, to see if you are interested in becoming a reviewer. If
so, contact the project point of contact (POC); most welcome the participation of
additional subject matter experts. The POC name and phone number are listed on the
Project Summary.
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Figure 5.14 Project Summary Without “Navigate to Main View” Bu. : oh
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Main Navigator & View

Figure 5.15 shows the QUADS Main Navigator and View screen. Looking at this
diagram, you will see the navigation panel on the left, the project outline on the right,
and the action buttons across the top. Before proceeding, let's take a moment to
become familiar with each of these tools.

¥ MultiFunction - Netscape

File Edit Wiew Go Communicator Help

: 4 e £ S & B
Back Fomward Reload Home  Search  Guide Print  Security  Stop
7 " Bookmatks £ Lacation: [htp: /7w OUADS NEVSDP NAVY MIL/ODADS /NAVDIIC NSF/FoodsService+hanagementz5C1 +harsView periisw |
Z A& Instant Messags Members 5] Wwebiai Connections BizJounal SmartlIpdate Mktplace

MAIN VIEW

¥ Food Service Management Volume I (97-02

¥ Warkup Request Eewision to Appendic I from Curtis H Littleton - Incorporated

@Uﬁ% v'l:’fs(;(:;:wice Management Document
MAIN V)

.. Cotament:
Food Service Management Volume T (87-02) from Jerry L Heise

hd Matkup Recuest TEST from Meredith Dykes - Mot Incorporated
) & ¥ Chapter 1 Orpanization, Administration and Security
DOCUMENTS ON]LY ¥ Markup Request 1109 FOOD SERVICE ATTENDANTS from Curtis H Litfleton -
Mot Incorporated
COMMENTS & MARKUPS . ... Comment: WEY THE DELETICH from Jerry L Heise
PRE\’IO]US YERSIONS bums;hi'miziegfos;ilgifmmcm LOSSES AND ACCOUNTABILITY from
PROJECT SUMMARIES s Comment:
Chapter 1 Orgamezation, Administration and Secunity from Jerry T Heisey
¥ Part A Organiration

1000 Purpose

1007 Authonty

1002 Naval Supply Svstems Command =

=il |Document: Done

Figure 5.15 Main Navigator &View - Main View

Navigation Panel

There are five different views accessible from the navigation panel on the left side of
the screen. These views include Main View, Documents Only, Comments & Markups,
Previous Versions, and Project Summaries. The navigation panel allows you to
customize what is shown on the right side of the screen in the project outline.

The QUADS Main View is accessed by selecting the Main View hotspot located on
the navigation panel. The Main View shows all documents within a particular project,
as well as associated comment and markup requests aligned with the documents to
which they apply. Figure 5.15 currently shows the Main View for the “Food Service
Management” project.
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In addition to the QUADS Main View, several other types of views are accessible from
the navigation panel. You can show the documents in the view without comment and
markup requests embedded by selecting the Documents Only hotspot. This will
navigate the screen to the Documents Only view, shown for the “Food Service
Management” project in Figure 5.16. Incidentally, you may still enter comments or
markup requests from the Documents Only view. When you reload or refresh the
view, your comments and markups will not be visible, however, because you are still in
the Documents Only view. When you either return to the Main View or switch to the
Comments and Markups view, you will be able to see your input there.
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Figure 5.16 Documents Only View
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In a similar fashion, you can view comments and markups only by selecting the
Comments & Markups hotspot. The Comments & Markups view is shown in Figure
MARKUPS 5.17. The sort order in this view is comments or markups in order by date, beginning

COMMENTS &

with the most recent. If no comments or markup requests have been submitted for a
particular project, the screen will return a “No Documents Found” message.
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Figure 5.17 Comments & Markups View
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Previous versions of the selected project can be viewed by selecting the Previous
Versions hotspot on the navigation panel. Previous versions of a document will
provide useful comparisons during the review process. A typical Previous Versions
view screen is shown in Figure 5.18. From this view, you can view the desired previous
version in text form by simply clicking its link. In this view, all comments and markup
requests are embedded within the document, as they are in the Main View. If no
previous version exists, the screen will return a “No Documents Found” message.
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Figure 5.18 Previous Versions View

Finally, you can return to the Project Summaries Navigator and View screen to view
other Project Summary documents by selecting the Project Summaries hotspot.
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Project Outline and Action Buttons

Let’s return to the Main View screen to illustrate some important concepts involving
the project outline and action buttons. The features discussed in this section, however,
are also applicable to the other views. The project outline, on the right half of the
screen in Figure 5.19, reveals the documents that are under review for the selected
project. This project outline is currently fully expanded to illustrate an important
feature. Often, when projects are fully expanded, the list of documents and comments
or markups is so long that not all links can be seen on the screen at the same time, thus
the documents are broken down into various sets. It may become cumbersome to
navigate through these many sets of documents. The Next and Previous buttons may
prove useful at this point. Scroll the screen all the way down, as shown in Figure 5.20,
to reveal all documents, comments, and markups in the current section.
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Figure 5.19 Main View - Fully Expanded
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To move to the next set of consecutive documents, select the Niext button. Regardless
of whether you press this button while viewing the screen in Figure 5.19 or 5.20, the
screen will appear as shown in Figure 521. Figure 521 shows the next set of
documents, beginning with the document that was at the very bottom of the previous
section, in this case, a comment on section 1104.
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¥ Part B Administration - Duties and Resp.
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1100 The < 4 Officer
1101 The Executive Officer
1102 The Designated Wedical Repr =3

1103 The Supply Officer
¥ 1104 The Food Serwice Officer
¥ Comment: APPENDTH B IS LETTERS OF AUTHORITY " from Jerry L. Heisey
mment: Changed from Dawe Bunten

¥ harkup Request rewision te para 1104 from Curtis H Littleton - Incorpeorated

..... Comment:
1104 The Food Serwice Officer from Jerry 1. Heise

|Document: Done

F/gure 5.20 Using the “Next” Button
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DOCUMENTS ONLY Comment.
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COMMENTS & MARKUPS ~ 1107 Mess I pecialist Duties
PREVIOUS VERSIONS Idarlup Eeuest fidd a new sentence for a reference from 111343 from Terry T
Heisey - Incorporated
PROJECT SUMMARIES Markup Request: &dd sentence for reference from 1113(4)e from Jerry L Heisey -

Incorporated
¥ Markup Fequest: revision to para 1107 from Curtis H Littleton - Incorporated

Comment
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F/gure 5.21 Using the “Previous” Button

Use the Previous button to view the previous set of documents in the document
hierarchy. In this case, selecting the Previous button while viewing the screen shown in
Figure 5.21 will bring the screen to the very top of the previous set of document titles,
as shown in Figure 5.19.
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You can expand and collapse projects in the Main View in much the same way as you
can while in the Project Summaries Navigator and View. In outline view, the Expand
and Collapse buttons will expand or collapse all subordinate documents in the view to
reveal or conceal associated sub-documents.

The Search button will perform a full text search of the projects currently displayed in
the view. See Chapter 6 for further details.
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Viewing QUADS Documents

All QUADS documents share some common appearance features. One such feature is
the “outline” or hierarchical structure of the document, as shown in this example. The
document is divided by volume, by chapter, by part, and by specific articles. The
hierarchy is further emphasized by the indentation of the various documents in the
outline view. When you submit a comment or markup request pertaining to a specific
document section, the submitted input will appear in the view below the document
section, and it will be slightly indented. Once the view has been refreshed, the
referenced document section will have a twistie next to its title, while the submitted
comment or markup will have a red “arrow” pointing towards it in the view. This red
arrow symbol indicates that there is new information on your desktop. The arrow will
remain in place for several days, and then will automatically disappear after that time. It
is simply a graphical aid to highlight new information to the user. Another common
appearance feature is the “paperclip” symbol, which indicates that a file is attached to a
particular document. Additional details are available in Chapter 6.

¥ MultiFunction - Netscape

File Edit View Go Communicator Help
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¥ Food Service Management Volume I (97-02
.. ¥ Markup Request: Rewision to Appendix I from Curtis H Littleton - Incorporated

Comment:
Food Setvice Managetnent WVolume I (37-02) from Jerry T Hedse

= . Markup Request TEST from Meredith Dykes - Mot Incorporated

& ¥ Chapter 1 Organization, Adminstration and Security

DOCUMENTS ON]LY .. ¥ Markup Bequest 1109 FOOD SEREVICE ATTENDANTS from Curtis H Littleton -
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COMMERNTS & MARKUPS ... Comment WHY THE DELETION from Jerry L Heise

PRE‘ I'I 1 ,"ERS ¥ Markup Request: 1112 FINANCIAT LOSSES AND ACCOUNMTABILITY fiom
oUs 10NS Curtis H Littleton - Incorporated

PROJECT SUMMARILS Commenr:

Chapter 1 Organization, Administration and Security from Jerry L Heise:

¥ Part A Organization
1000 Purpose
1001 Authority

1002 Maval Supply Systems Command =l
[l |Dacument: Done S o o 2
Figure 5.22 Selecting a QUADS Document to View

To look at any document found in the project outline, position the mouse directly on
the desired link, and single click. To view the document entitled “1001 Authority,” for
example, simply single click its link, as shown in Figure 5.22.
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J.-:v Response JA1;0=7 of IB0? to "™ - Hetscape
FEille Edit Wiew Go Communicator Help
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5 Nawigate Mext | % Navigate Previous

‘ﬁb Compose Comment |@ Compoze Markup

Title: Food Service Management
Document #: P486 97-02
Compose Date 02/11/98 02:21 PI

ﬁ-‘; P, Originator Dione Howard
'-.-—i\)_.."

e

Section: 1001 Authority

Document Section

1001 AUTHORITY

General mess activities are organized under the operational control of the cotnmanding officer or commander of the vessel or shore activity whe provides
staffing and funding for that operation. Establishment, disestablishment, management, control and mspection for compliance are all operational line fiunctions
However, the Naval Supply Systems Command (IVAVSTIP) is responsible for 1ssuing Navy policies and methods for safeguarding naval matenal and providing
technical gudance and direction to naval activities concerning execution of supply policies and methods

Attached File

File to Attach
=5l | Document, Done EEr == )

Figure 5.23 Typical QUADS Document

After opening the document, you will be able to see the text in paragraph form. A
typical QUADS document is depicted in Figure 5.23. All QUADS documents share
some common characteristics. Each document form displays a Title and Document
Number at the top of the screen. In the example in Figure 5.23, “Food Service
Management” is the project title, and the document # is P486 97-02. A Compose Date
and Originator block appears in the upper right corner of the screen. This shows when
and by whom this document was created. Below the flag on the left, you will see a
Section which identifies the particular document under review, in this example “1001
Authority.” Below the part of the form entitled Document Section, you see the actual
text to review. At the very bottom is a space in which a file may be attached.
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While viewing a particular document like the one shown in Figure 5.23, you have
access to the Navigate Next and Navigate Previous buttons. Navigate Next will
transition the screen to the next sequential document in the document hierarchy. For
instance, selecting the Navigate Next button while viewing the section “1001
Authority,” the screen will proceed to the next sequential document, as shown in
Figure 5.24. The screen transitioned from section 1001 to section 1002. On the other
hand, selecting the Navigate Previous button while viewing section 1002 will
transition the screen to the previous document, or section 1001, shown in Figure 5.25.
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Title: Food Service Management
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Document Section

1002 NAVAL SUPPLY SYSTEMS COMMAND

The Deputy Commander for Support Services (SUP 05) is responsible for admimstering the Navy food serwice program under authority delegated by the
Commander, Naval Supply Systems Command. The mission of STIP 05 includes technical direction and financial control of Navy general messes and
responsibility for administrative and technical gidance for officers’ quarters and messes afloat and chief petty officers' messes afloat. The Deputy Commander
for Support Services provides subsistence funding and policies which enable operational commands to serve meals ngh i quality and nutniion, adequate in
quantity, in an appealing and sanitary manner. Thespeeife-eati Within the NAVSTP directorate for support services sespensible responsibility for the food
service program is assigned to the Food Services Diwisien (SUP-51)

Attached File
=5l |Dosument: Done Sl Gl a2 n2 |
Figure 5.24 Using the “Navigate Next” Button
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Attached File

File to Attach

@‘ | Dacument: Done

Figure 5.25 Using the “Navigate Previous” Button
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The Process of Review

Comment and markup requests are the methods by which a reviewer provides specific
input to the document editor using the QUADS system. With QUADS, electronic
comments and markups can be added at any time.

Markup Requests

Markup requests are the QUADS approach to the traditional “redline.” Markup
requests are not immediately acted upon in QUADS, but rather, are reviewed by the
publication editor for adjudication of the decision regarding the extent to which the
markup request will be incorporated.

Composing a Markup Request

Open the document section about which you have a specific revision recommendation
to make. To open a markup request form, select the Compose Markup button from
the top of the screen, as shown in Figure 5.26.
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Section: 1000 Purpose

Document Section

1000 PURPOSE

The purpose of the general mess is to provide Navy enlisted members with wholesome nutritional rations-in-kind. The general mess fulfills this purpose through
proper preparation and service of the daily food allowances authorized by law and the Department of Defense Food Cost Index

Attached File

File to Attach

=l |Document: Done

Figure 5.26 “Compose Markup” Button
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The Markup Creation/Editing Screen, as shown in Figure 527 will appear. The
“Reference” at the top of the page shows the document section against which you are
making a markup request. Be sure this is correct before proceeding. Enter a brief key
thought in the space provided. Type markup text with your specific recommendations
in the field below the “Markup Description” portion of the form. Note that the
standard editing functions of cut-paste-copy are available under the Edit menu on the
browser toolbar.
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Markup Disposition B
=3l {Document: Done G

Figure 5.27 Markup Creation/Editing Screen

Note:

Text properties (e.g.. bold underline, color, italics) are not available in the
Lotus Notes Domino version of QUADS. Thus, you must be as concise
as possible when entering markup text to ensure that the document
editor knows exactly what you are suggesting be revised, and how.
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Files may be attached and submitted with either a markup request or a comment. The
process of attaching files is examined in Chapter 6. After entering the markup text,
select the Submit button from the bottom of the form, as shown in Figure 5.28.
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Submit
=il | Document, Done

Slge il o2 2

Figure 5.28 Submitting a Markup Request

Note:

It is important to note that only a SINGLE click is required to submit
your input. Multiple clicking will submit the same input repeatedly. When your
input has been received at the QUADS main (QUADSMAIN) server,
the screen will return a “Thank you” message for verification; simply
click the OK button to proceed. Occasionally, if the WWW is
experiencing heavy usage, the speed between your submission and the
acknowledgment is slow. Please be patient and refrain from the
temptation of clicking the Submit button again.
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Dispositioning of Markups

The editor of the project has the responsibility to provide feedback to the reviewer as
to the disposition of input. The markup request may be incorporated, partially
incorporated, not incorporated, or held for review. The editor may also include
additional comments in the disposition feedback to the reviewer. After the editor has
reviewed and dispositioned the markup request in Lotus Notes, the “dispositioned”
markup will appear as shown in Figure 5.29. The markup disposition is indicated at the
bottom of the form. If the disposition is collapsed when the markup is opened, click its
twistie to expand it.
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Figure 5.29 A Dispositioned Markup Request

53



QUADS USER MANUAL VERSION 3.0

Figure 5.30 is an example of how a dispositioned markup request will appear in the
outline view. Note that the extent of the disposition, in this case “Incorporated,” is
indicated after the markup title in the view.
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Figure 5.30 Outline View Showing Markup Disposition
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Generating Comments
% Commenting capability is provided to pose questions and add information or another
‘ Compose Comment  perspective to a posted markup, comment, or document section. From the Main View,
select the markup, comment, or document section about which you want to generate a
comment, and select the Compose Comment button, as shown in Figure 5.31.
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File to Attach

=l |Document: Done

Figure 5.31 “Compose Comment” Button
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The Comment Creation/Editing screen will appear as shown in Figure 5.32. Notice
that the comment form displays the referenced document to which the comment will
be attached in the view. In this example, the referenced document is “1001 Authority.”
The Compose Date and Originator block in the top right corner of the comment form
places a date and time stamp on the submission and give attribution to you as a

reviewer.
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Figure 5.32 Comment Creation/Editing Screen

Type a brief key thought and the comment text in the appropriate fields. Standard
editing features of cut-paste-copy are available. After entering the comment text, select
the Submit button at the bottom of the form. A “Thank you” message will appear to
verify that the comment has been successfully submitted; click OK.
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Interleaving Comments and Markups

The ability to generate comments and markups electronically is a strong feature of the
QUADS system. QUADS allows comments on markups and comments on
comments. This creates the collaborative feel of a team working jointly on a document
review and has similar attributes to a “discussion thread” in most e-mail systems. It
also creates a record behind the rationale for making decisions about policy revision
and helps to streamline the review process.
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Figure 5.33 Comment on a Markup Request

As can be seen in Figure 5.33, the comment “WHY THE DELETION” pertains to
the markup request entitled “1109 FOOD SERVICE ATTENDANTS.” This is
evidenced by the fact that the comment appears below the markup request to which it
applies, and is slightly indented. Note that the markup request has a twistie next to its
title in the view to indicate that subordinate documents exist. To open this comment,
select its link in the view.
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The Ship's Manpower Document (OPIAY 1000/2) provides the allowances for food service attendants aboard all afloat units and is broken down by

assignments to the general mess and the wardroom mess

File to Attach

=il [Document: Done

Figure 5.34 Reviewing a Submitted Comment

The submitted comment will appear as shown in Figure 5.34. As you can see, the
referenced document at the top of the comment form is actually the key thought from
the markup request to which the comment applies. This process of interleaving
comments on comments and comments on markups can continue indefinitely and is

the heart of the QUADS system.
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Chapter

Other QUADS Features

Searching

Searching for text, documents, or field values is a powerful feature of many database
engines. QUADS is no exception to this, offering users the distinct advantage of
conducting an automated search for items of interest with the on-line search engine.

Full Text Search

QUADS contains a full text search engine that allows the user to find instances of an
item across the broad spectrum of documents in the database. Manually looking for a
specific document could be a daunting task, involving searches through 3 or 4 major
views. With the QUADS search engine, it would take less than a minute.

To initiate a search from a particular QUADS view, select the Search action button at
the top of the view, as shown in Figure 6.1.

3 MultiFunction - Netscape

File  Edit Yiew Go Communicator Help

A DB 2 £ 3 & & N
Back Fomward Reload Home  Seach  Guide Print  Security  Stop
T i Bookmaks i Location |htlp £ Fonnes AUAD S NAYSUP. NAYY. MIL/QUAD S MAYD OC1 NSF/Food+Service+Management 501 +Main+iew P pertview _;I
7 ﬁlnstantMessage Members “wiebM ail Connections BizJournal Smartlpdate Mktplace

¥ Food Service Management Volume I (9702

.. ¥ Markup Request: Revision to Appendiz I from Curtis H Littleton - Incorporated

%ﬁ%‘s‘g v,i?;gg:""im Management Document
MAIN

... Comment
Feod Sernce Management Velume I (87-02) from Jerry L Hese
& ¥ Chapter 1 Organization, Administration and Security
¥ Marlup Request: 1109 FOOD SERVICE ATTENDANTS from Curtis H Litfleton - ot =~

Trrarrerated

Figure 6.1 Initiating a Search
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Search Criteria
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The Full Text Search screen appears, as shown in Figure 6.2. Select the desired sort
criteria and word options. Enter the search criteria in the search field and select the
Search button.

2 Full Text Search - Netscape

File Edit Miew Go Communicator Help

2 o A 4 2 £ S & @
Back Fonwerd Reload  Home  Search  Guide Print  Security  Stop
] w!' Bookmarks & Location Ihtlp v QUADS NAVSLP NAWY MIL/QUADS NAYDOC1 NSF/B223862d70852008ad85256R03006Ebh./ S searchF orm S earchiview j
7 ﬁlnstantMessage Members ‘Wiebail Cannections BizJourmal SmartUpdate Mhktplace

Full Text Search

Search for the following word(s):

Search

Limit results to: m
Sort results by @ Relevance
© Oldest first (by date)
 Newest first (by date)
Word options ™ Find exact word matches only
I~ Find word variations as defined by thesaurus

=] | Document: Done

Figure 6.2 Full Text Search Screen
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Search results appear in the form of links, as shown in Figure 6.3, in the sort order that
you specified. Select the desired link to view the document, markup request, or
comment that contains the search text.

[ Semeh nesuts neweape g e
Eile Edit View Go Commuricator Help
| 2 e A G =2 £ S & 3
Back Fopuod Reload  Home Search Guide  Print  Secuity  Stop
" Bookmarks 4 Location: [Fitp://www QUADS NAVSUP.NAYY MIL/GUADS /NAVDOCT NSF /62236624795 288ad052566030066Mk 75 carchiview =
A Instant Messags Members "isbMail Connections Bizloumal Smailpdate Mitplace

Search Results for: Purpose

57 Documents Found

Document
7203 Record of Receipts and Expenditures (MAWVSTUP Form 367)
1000 Purpose
7100 General Information
Iarkup Eequest: paragraph 4104 fom Curtis H Littleton - Incorporated
Markup Becuest: rewrite from Jerry T Heisey - Incorporated
Marlcup Request: paragraph 3501 from Curtis H Littleton - Incorporated
4201 Requisitiening Food Ttems from Mavy Supply A ctivities
4101 Food Ttems Procured from Other than Subsistence Prime Wendor
32501 Computation of ITet Cost Per Eation
Marlup Becuest: change & number and deleste sentence from Jerry I Heisey - Incorperated
Mlarkup Request: rewision to para 6406 {refer to para 2606) from Curtis H Litfleton - Incorporated

IMarkup Eequest: rewisions to 7210 from Curtis I Littleton - Incorporated
Markup Regquest: final markup on ATFOODACTE and FOOD ATERT MESSAGES from MSC Dawid Pauly - Incorporated
IMarkup Eeguest: revision to paragraph 6002 from Curtie H Littleton - Incorporated

Marlkup Becuest: Section Revised firom Dave Bunten - Incorporated

Iarkup Eequest: Mew Section from Dave Bunten - Incorporated
Section IT Eetained Hard Copy Becords, Arch and Required Back-ups for FEM eers
7011 Preparation of the NAVSTUP Form 1357

= [Bosument Done

Figure 6.3 Search Results

Note:

An error screen will appear whenever you enter search criteria that is too
general. The error screen prompts you to refine the search.
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Attaching & Detaching Files

Some documents in QUADS will have attached source files. These are generally
Microsoft Word files that were used to create the documents and views. These are
typically the documents to which the editor will apply reviewers’ markup requests and
comments. When QUADS was only available in the Lotus Notes environment,
attached files were often used by commands with only one QUADS POC to allow
them to route the files in e-mail. However, recall that if you have Internet access, you
can be set up with your own access to the documents under review.

In addition, attached source files are useful for seeing and printing the formatting of
the original document. Notice in Figure 6.4 that the normal alignment of the first page
of a Navy instruction is “skewed,” all subject references and enclosures are left aligned.
This is because the web does not recognize the normal text and paragraph formatting
properties; tabs, indents, and the like; that are built into the Word source files.

¥ Purpose - Netscape
Fb e Wew Be Genmmiede B

i 4 e A 4 e £ @ & &
i Back Fomward Reload Home  Search  Guide Print  Security  Stop

' “!'Enukmalks \& Location: ]ffwww GQUADS NAWYSUIP NAYY MILAQUADS NAVDOCT NSFMthZaEhZDEEfEhEEEZEEmBDD?DhaUE/ESESMEE?DEDEZBBEEZEEEE?DDESDEEWDpenDucumenlj
2 A Instant Message Members ww/ebial Connections Bialovinal SmartlIpdate Mktplace

NAVAL SUPFLY §YSTEMS CONMAND ;I

WASHINGTON. D.C. 20376-5000

NAVSUPINTINST 3500.3E SUP 43MB

AUG 2 51992
NAVSUP INTERNAL INSTRUCTION 3500.3E

Subj: CRISIS MANAGEMENT OPERATIONS

Ref: (a) NAVSUPINST 3500.2N, "System Log-Alert; Maintenance of" of 28 May 92
(b) NAVSUP COOPLAN ©

Encl: (1) Sample Message Establishing the Crisis Management Operations Center
(2) Forms, Logs and Files to be Maintained
(3) Amplification of NAVSUP?s Role During Command Post Exercises (CPXs)

1. Purpose. The purpose of this instruetion is to speeify guidelines, responsibilities and procedures for Naval Supply Systems

Comgmand (NAVSUP) Headquarters in operational situations requiring an intensified condition of readiness for crisis management
ollowin? Chief of Naval Operations (CNQ) requirement to render extraordinary support or participation in CPXs.

3500.3E doc

Attached File

=l |Document: Done

Figure 6.4 An Attached File

Each chapter or major division in a particular publication will have the associated MS
Word document(s) shown as an MS Word icon(s) at the very bottom of the section, as
shown in Figure 6.4. Double click this icon to proceed.
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Note:

After double clicking the MS Word icon, what happens next will depend
on your individual browser preferences. Some browsers may be set up to
automatically launch the attached file in the native text editor format
(Microsoft Word or the like), or if you do not have the native word
processing application on your desktop, to launch it in another
application. We recommend, however, detaching the file and saving it to
the local drive. The file can subsequently be viewed in the native
application.

In outline view, documents with attached files will have a “paperclip” icon located to
the left of their titles, as shown in Figure 6.5. This paperclip makes it easy to spot
documents, comments, or markups with attached files.

¥ MultiFunction - Netscape

Fils Edit View Go Communicator Help

& 2 £ oS & B
Back Fomward Reload Home Search  Guide Print  Security  Stop
' “!'Enukmalks A Location: Ihttp St QUADS NAVSLIP NAVY MIL/QUADS MNAVDOCT NSF/Crisis+t anagement+0perationsZ6CT +MaineView M0 pentisw j
2 A Instant Message Members [H] ‘webMai Connections Bialovinal SmartlIpdate Mktplace

Document
‘ ~Crisis Management Operations
@uaps
I .0 Purpose

2.0 Cancellation

3.0 Background

4.0 Crisis Management Checklist

5.0 Crisis Management Operations Center
e 6.0 HeadQuarters Watches

DOCUMENTS ON]LY 7.0 Action Tickler System

8.0 Forms, Logs, and Files
COMMENTS & MARKUPS 9.0 Status Boards
PREWO]US VERSIONS 10.0 Situation Reports (SITREPs) s
PROJECT SUMIMMES 11.0 Cost Data

12.0 Reference Material

13.0 Classified Material Control
14.0 Command Post Exercises (CPXs
15.0 Action

¥ 16.0 Enclosures

[l |Document: Done

Figure 6.5 View Showing an Attached File
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Detaching Files

You may Detach (really a misnomer - one actually saves the file to the local drive) a
file by double clicking its MS Word icon. The dialog box, shown in Figure 6.6 appears
giving you the opportunity to detach/save the file locally. Select the Save File button.
Another dialog box appears allowing you to designate where to save the attached file
on your hard drive. Select the desired file and click Save when finished.

Unknown File Type |

] YYou have started to download a file of type
2 v dunknown

Click "More Infa'' to learn how to extend M avigator's
capabilities.

Pick spp... Save File... Cancel

Figure 6.6 Dialog Box for Detaching File
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Attaching Files

When submitting a comment or markup request, you may wish to attach a file for
clarification purposes. Whether you are attaching a file to a comment or to a markup
request, the process is virtually the same. Open the desired document and select the
Compose Comment or Compose Markup button respectively. The
Creation/Editing screen, as shown in Figure 6.7, appears. Once you have entered the
key thought and the comment or markup text, select the Browse button at the bottom
of the form.

J;:v Mew Markup Request - Netscape

File Edit Yiew Go Communicator Help

4+ 2 A N4 o £ S & @
Back Fawerd Reload  Home Search  Guide Print  Securty  Stop
7 JvBukaarks ALDEE{IDHIEUADS NAWSLIPHAYY MIL/QUADS/NAYDOCT NSF/efchfb3be BIBE3(852562a900602f 20?0 penF ormbP arentl NID=568530156 7 0806238852565 7 0063054 j

7 A Instant Message Members [ webhai Connections Bialourmal Smartlpdate Mktplace

Compose Date D4/15/98 0201 PRI -
Originator Meredith Dykes
- 1.0
L Reference: ' Ppose
Key
Thought:
Markup Description
-
=l
File to Attach __Browse... |
Markup Disposition |
=l | Diacument: Done T

Figure 6.7 Attaching a File to a Comment or Markup
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A dialog box appears at the center of the screen allowing you to browse your hard
drive to locate the file that you wish to attach. Once the desired file has been located,
select the Open button located on the dialog box.

Figure 6.8 shows the selected file as it aligns in the “Browse” field of the comment or
markup editing screen. Finish entering the comment or markup text, and press the
Submit button to complete the attachment process.

+';1v MNew Markup Request - Netscape

File Edit View Go Communicator Help

: 2 £ 3 & §

Back Fowod Reload Home Seach Gude  Prnt Securty  Stop

4 Bookmeks i Location:[wOUADS NAVSLIP NAVY MIL/QUAD S NAVD DLT NS F/efofib3beT BlB8GIE52562a30060212b 2 penF ormiFareni INID=4i0635¢1 557 | 285256538006.537 72 =]
7 3 Instant Message Members Webhail Connections Bialourmal SmartlIpdate: Mkiplace
Key |
Thought:

Markup Description

File to Attach IC WMy Documencsh Chap Browse...
Markup Disposition
The ahove markup was...  Incorporated
¢ Partially Incorporated
" Not Incorporated
" Held for Review

Subrnit |
ol | Document: Done

Figure 6.8 Markup Editing Screen Showing a “File to Attach”
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Recently Submitted Comments & Markups

For a period of time, recently submitted comment and markup requests will appear in
the outline view with a red “arrow” pointing towards their titles. This indicates that a
new request has been submitted that you probably have not yet reviewed. An example
of a recent inclusion is shown at Figure 6.9.

3% MultiFunction - Netscape

File Edit Miew Go Communicator Help

- » A D =2 £ S & @
Back Foward Reload  Home  Search  Guide Print  Security  Stop
o w!' Bookmarks A Location Ihtlp./fwww.GUADS.NAVSUP Nay MIL/QUAD S MAYDOCT . NSF/Food+S ervice+Management®5C1. +Main+iew?0 periiew j
i ﬁlnslantMessage Members wiebbail Connections BizJoumnal Smartl pdate Mktplace

%ﬁ% vVFP:)S(;(:'fi:rVice Management Pocument
MAIN

¥ Food Service Management Volume I (97-02

.. ¥ Markup Request: Eevision to Appendi I from Curtis H Littleton - Incorporated
DOCUMENTS O]N']L‘{ ... ¥ Markup Request: 1109 FOOD SERVICE ATTEMNDAINTS from Curtis H Littleton -

... Cotment:
Food Service Management Volume I (37-02) from Terry L Heise
.. Markup Request: TEST from Meredith Dylees - Mot Incorporated

¥ Chapter 1 Organization, Admimistration and Secunity

Mot Incorperated
COMMENTS & MARKUPS @ Comment. WITY THE DELETION from Jerry I Heise
PREVIOUS VERS ¥ Markup Request 1112 FINANCIAT LOSSES AND ACCOUNTABILITY from
0 1ONS Curtis H Littleton - Incorporated
PROJECT SUMMARIES Comment

Chapter 1 Organization, Administration and Secunity from Jerry I. Heise
... ¥ Part A Orpanization
...... 1000 Purpose

...... 1001 Authority
...... 1002 Maval Supply Svstems Cormmand =l

[&F] |Document; Done

Figure 6.9 View Showing Recently Submitted Markup Request
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